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L ! Excowrpts fyom ddseuwssion of Hoports 3@4 drning |

The Reporte Mvisici (L/1) 1z sswentially s sbel? dboigicn, o of i
it most importent fumeifons is o holp analysts tumn ool tie Lead ;
possible reports. Certaln siandards of sood repovt wiibing do oxish, s
it is I/R's Job te gep thai these slandards ave adnoved to.. ML b ad
bard and fast rules, does uol attemnt (o bring cut soports in sirait
Jackets, There in more than we way i¢ do n goeod Joby and toe hest sulew
are made only to te broksn, '

You are all familiar with (RU's iessarch progwm and 135 hisioaye
Shertly after ths reorganizsiion whtich vreduced URR, we workse op ‘weit
Force I, which wee in effest an Yimvenizry of funogange®.  QuF proseny,
regearch program is the cuigrovth of thal imitial gwfly. W wiil mcbseiy
have charges in that progras; in fact, zighi now wa are in the prooses 2y ;
eliminating some repoits, seecildaulig ollers, and fpdtialing new oros, i

i

v Reports should be & sombination of good reseazch plus fntellireros,
There are many well-writtan reporis which are not yueful, tqoaune wisy, &
net contaln intsiligence. Alse, yon rusl remember thet you afe uc. wofbing
only for yoursell or for ywwr comnterpsrs in anobhar organisativa; yeua ive
witing for a readar whe may net be Zumilier wiih the sublade Iloau ceont
ehould bs siantad tewerd an intelidymct readsr m‘,wgmf %@kﬁimi Buragdie.
S . S ! P 1) !

) The compents thet follow will be of o genoral natars and provalls.

: souewbat disconnected. later bheve will be a discussion of deas oy P
commop errors that DYE hsa fourd in the dvaft veporis sulaltved buus far.
This discussion nay at timps stom nggolive, bal lheis is meally no WA S
teach a parsaa how to wrdte, ibout all ome oapn 59 ,t0 ekl s persos el
to do and what not te 48 to imgrove his weildng. Binally, # will wiad up
with & brief dlscussion of appeadixsa. ‘ ; -

An important prexwquisite to good writing s a: dadarest lo vhe  aaajess
that you are writing about, If your stlituds towary your wobk is powiiass
wmn solve the sroblems of metliod, sysztem, and opgaduation such noo
m y (<] ‘ : i

] 3

of your taxms of reforunce, Undsrstard what iy wanped. If yau dooasi

undargtand what you are teying o do wiih the report, there ia a pood chwne
- that your resder w.ll not either. Even if you oo urdarstapd;, Jrowe resdy

will net unless you talil Hdm. ‘ B , -

) i : 1
b : i

You should not begin & report untdl you have & ﬁ'wrwgl ﬁmam-f:ﬁ»..a"f;x-:.rx,g;

Once you undarstand the terms c:ai :aﬁaai'samoe; m‘ém}u & w:kmp wuxm
A working outline is an leportant key o good report weiting, . it saauice
yeu to organdss youur thiniing, your Seopurol, and yéur actual switing.  in
the absence of an cutline, thsre is sfipu a tendengy o put ewmeytioa: Cown
- | 'R
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in the order in u%ii(‘-h you fiogd itﬁ : gardlesa of 10@,1 mxi ze‘mamw, ‘j
The standard comcdities catline for ORR can be folluowed in preparing
your oun cutline, However, alavish devotion to say particular form Lo

necassaly por duaimt‘m. Indeed, you will pricbebly ehangs yous

out many timor betweer the time 4t is first developed and tie tlma

the ;i;apar is finished, At that tims, the outline should be used as a

. t.ahle of contents for youx paper.

M of the reparts rsca:*.ved 1n /R are entimly too 1p mie ..»m‘*
try to write an ancyclopedia and risk dying before yau reach the lebte
B. Admittedly, lwsever, 31 3 impossible to say how iong & report shald
be, The polnt is that a report should be as ghort as possible in the
light of the materizl avadlabis, the scope and rt,,axm The ab 5%*
and the mpeds of the reader, A8 & rough wiicatiog 0 to 100 omges
single<spaced shonld be ereush fcr the main body of the texto

There are a munber of thinge you shoald wawh .a’h:n you ws u*ri% h,u;.
your report, It 43 & gosd fdea to beil down intro&m‘* ory ard nist ar ol
materisd as rach &2 possible, Avold gratulbous i“im apatiion, hirou ghouty;
try to relate youwr information and ddacussion to problep % hind,

If there are to be aqy iisitations to your report, b nay mhcmld be stal ¢ vl
st the begiuming. Par exsmple, tsll ithe reader whetlwr you mv polng )
talk ebout all electron tubes or only cerbain electron tubes, 3e careful
at all times to lead the roador slong: led him Yooy mmdy Wt Fou we

teying to do |

Estimates appear very tm«mnﬂn and they are usmﬂlj mubjest s
error, Therefore, when yeu give ap estimste; #lse give an fndication z_' 2
its roeliability., If you do not have a ﬂ,gum or dg; mi, my Lho ansue%,;
m 300 ‘ ;

1

We can probally use more etati.atma} ‘tables bhrm have bmm uged ¢1
the past. When you use o tebls, have o "lead-in™ gertence which briagy
the table to the reader's attonti Although it 1s mot nocessery or
deaﬂ.nable to repeut verbally w wnt 42 in the table, 1t is & mvi 13sa o
comment on two o Siree of tha rw,in thi!lg,‘;! brcughz, sm* by the tsbles

, *Be careful rﬂ:»aut paxttw Lo mch mterial ixx tm m:!.u :am!y 34 "hﬁ«
veport, Appendixor are a g:'x:d place to pub supporting me maberial oot “
uaeeaaary to ths nain flm of the afgxmaxm

'
1
(

‘Gm of the be 3t ways o check your&lf‘ is to h mpmt s | ,,

another porson in your Branch or Division, In pract evury case i
pe who comes in "cold” can mske helpful su ab opt thinzs thsd

'you sse bocgude you ere too close to thp px?ject,. Do ti‘n,iu 88 yo

ong; do not 1aAtt wrtii the fimal draft is typed ; and ready for sube

,_pus jom, Another tr:i.ck is to put your writing completely. awide for a
9ok or 10 days snd get it out of mind. When you return to 4%, you nﬁ

rind tht you hsve developsd & fresh point of view and 4n most cases will
see possihiutﬁ.ea tw fmporsvenent tmt. you did m::wt.t at, firaf: nmicm

o @ @
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found in U1 papers submicted to dats, These comments will secossarily

1

bave toc be nogetive, in the sense that they sugpest things aet &5 de.
The madn faultc ace s follcuws, not aece.sardily o order of ,izn;xm,mst

9

;20

‘30
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il mlerinl: Talk sbout your swbjdet ordys koep to
point, ek Put in material that 15 lrrelevagt. i
. Lo 1
Poor definition ¢f termp: Remsmer that your reader {8 pot |
necessarily & ?.acxmmr“afmm Defins conoisely mmd correcyiy
any werds and phrasss that are not likely t9 be familiar to s

intelligeni lay resder. Hetmic ton does nob meed definition, but
magnetron doos, , i

1

%@}: :.’ube.:.;rdiz.aﬂ;"‘i.m.gé ks suce that matarial appearing i
ol seutlons ¢ jour repert 1s of approximately squsl |

I i
Unne ce saagy ryepet tion:  Ia ardse to maks a repact gﬁ‘mtiwm 17
of neCesssY T Lo repeat., DBub once you have skid sometilig

€learly, do net i the very next sentence, agy Moy this 1 memgt
If you mban b, say iv in the first sentepca. Perhaps the Lept

. procedart is %o follow Ellvon's suggestiom: nay what you ilntepe

to say, say 4, awl tlwe say whot you have suid, Bul <o 1ob By

it twlce wid teil him twiloe, : : 3

%%’Gﬂ‘.m ence: Malerial i3 often pud in the wrong place i
repcrt. Al siatexiql where Lhe tabls «f sontents SEs 3%

are golng to put b, wid make sure that your srder of prosentgtion

|

ggggwwlumsmn Gfton general statenants are made which gre
O nocessary te the paper. Somstimes e gonersl statoment i
used to bide the Lack of spacific informatiom. The foct thet a

statemsnt is gereral coea ol maize i cormmct, 3

|
oper adddilen ol £f

wed: ALl caloulationg imgluced in s
paper ard checked by U/R. Nevertheliess, ti%myn:w piso be |
carefully checked by the amalyst before his report is submitead,
Thiz checidng 1s purt of nia job and will Bave Lime and «ffeid in
the long wune ¥ !, |

%mgﬁse of perceniapes: Often a percentage fipure o CEGY
&y caTI5E 51 mounts or mumbers, A pergentage agans
wry Mttle unlese 4% can be related to some base figure, Also be
sure that your psrcentages are currect. An increas: froae 200 o
5000 18 & LOO percent incremss, not & 500, parcent incraase,

esbiar Lhat the Russians ase poroonmtages tq confuse: do an rio
the smme thing lusdvertently, ; o

|
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ad, ouh O Lons o g;xllons do net make ary vh:‘ﬁng

Make sum thet viwen you re a:t mwfeml figiretr as a urdt,; vou

are in faot dosling with a sinuln homezenenue thing.

; i
10, Excessive and imocoper we of 1hhre*\r:mtianu; Avold the cus *ii'r

86 of abbreviclican, Sum ADbreviations 7y a matter of cor
knowledge; otherz are not, If you are golng te use ¢y ¥hat
unfamiliar, te rare to dofine it xhnn it 1= Pirst used.

1. per 3;:93111&7 of pmne:* Ps0om3 g ﬁll n'm'it locatinng, et
cludec ir o pmn srenle ne onocked for s chxrm:ys inf‘ludim
accuracy of spellingz. Toe NI Gazetteer i~ rur f£imal aabhor ,ht;

The Board on :eru’ mh.m a2z and the CIA Trzmslitersiion Cemgli‘ee

are both trying Lo prvmote proper tranclats P and trensliter 41'?@
and to set up & ,n '15 'r*r ’éxz far use thro hau't the TAC asrecic
If you arc in any Sewbty call Mr. Fisher, Lxt. 2587, You ww_‘; e

given the proper nase to wm xmr :m spﬂlmpo

12, Lack of consistens
. bs sald ¢n pape
and the uvse ¢f worda,

13, HNom sequiturs: O7teon n stabed concluzion freg not follow fz'mf: "
Tacts presentec. Lo net vy to prove cne coint by moling aretber,

lha Failure to ce OIi'aik LG ﬁ Jice and tavles 1:’i£h text: fragiicy fug
Table® stoulc apprar in Lholr proper mlaca Ih Tie Toxt, The re wis

should he referved he th‘hs natariel at the sppropriate point
the repcit.

150 Failure to chock hitlke of ngnrces .,amtimep the ansloéy wil
‘ake down L@ Lible 63""5 Goure » whery it s !i-‘ﬂﬂ‘;:ﬂ.;;

1 The anndysit often for;;t ts on page 30 - u
fve I'w oongishent with res pfr.:t, to ideas; Iaot

dncorrect. Often more than ofe neme for the scurce 58 !‘mz

the analyst should oheosn he correet one angl use it conrtiat:

A question often asked cencerms the mmber of @;;pami:!,ms %o ha . nﬂc i
in & reports The totel meaber will vary rreatly from psper to peper, s
w :
report contain at least tﬁvem “s@pr:mlix?5« oo is to include possrses apc
eveiuation of sources, the sacond & dis uesion of tie methotolozy ame <5’ fn

no general answer can be given. Hovsver, the %'af"iﬂ hias directod Hhat

the report, and the third i di: seusdion of gaps in 1otp1ligence

. 41”,
) frih

The last amm:b. in any vepart bears the title PSourves and ,mi;

of Sources.” £t the analyst should liat all the ecurces uvped in -

preparation of his report, in the same order as the material to wi iar nw
i¥3
s <)

relate appears in the wﬁz If 8 gomice is used mére than onco 4% s
listed more than cace. Sach re .ference based on a 8¢ AEOR sutyw,d b e
fn opder of its ap pﬂwm e in the text and the am.xrcxm Wil b e

1
the Jame order, .n Scome cases, it wl;l bhe impo%ib%x to l;ﬁ n3 by ; ww#

i
i

S fi
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used, For example, it would not be practical to $h«:x§ every am: of Lho
huxiveds or thoasands of Gocunents found in an Ind@:z;wialr;g,eg;;aw;:' :
consalidation. It is pexmissible, in such cases, to cite the {ndustisl
legister as the sourcc, QHowover, tie snalyst shoeld nlso sw :cite of
the more important individual documents in the Regisipr. The Lie: o7
Um?dea should be preceded by & discussion evaluating the sewwee 1sud,
Indieate which sources wers the moss valuable, the reiinbility of the
soarcss, ete, L : '

The appsndix on sourcss servss a numer of uselu) functics, A
. persan who is deeply intercsted 4n the subject 'on‘ﬁlfﬁfﬁ;h you axe working
#ill vant to lmow what the sowrces were, Ferhaps you hed nCS: To HOEFCuS
vhich he was not sware of or which vere not accessibip to him. The regcew
can also check your Pindings if he so desires by going to the ariginad
sources himself, If & new analyst comes in and takes: up where you left o’
be knpus not only what you did but slse wiere you got: the imfcuiasion. V

‘ ' The appendix on ﬁsthmaafmgy »em ohe reader hou the péper* was writiaor.. |
The length will vary from repori te repor’, depending on how much metit-
dologlcal informaticn you lave inchuded ia the text. The reager will lave
a bet appreciaion of your work 1¥ he «nows not ;cm.g whah your reeu)ts
g but ?m how you. aryivedi ab them.  I2 you give tho resdsr compiLe be
ture of your sources am: your iothwds, he should come up with i ager
() oconclusionz that you made, _ ! - ¥ :
tha third required a,p;.emm,‘ m?' cape In dntelligence, tolls G ACE
_ Kg OO & dgence, is the rescex
what the analyst doez not lnew anti could uot find auty, Such en apperdis
is extremcly usefyul, b'ecam:e a repder tapsol adequatsly evaluate o ues
ﬁ}ut bas been donc without lzowing what kis not been done, This sppendix
is also a guide to the develomm:nt of ficid collection requirvercute,

© 6n 23 Jamuary 1952, GER published m pamphlet entitled "Preparetios
and Submission of liamuscripie.? 7This pamohlet covers many of 't.'ge 103 rrd:a
mnde here as well a9 othere not toushed upon. It is aot camplete or
Med but will perowe of usaistincs bo wn analyst g writing s good
phparoz It is expected that & rovised and enlarged vession wili he publsbe
in the near future. :

L

Approved E}or Release 1999/09/07 ;@A—RDP75-00662ROD0?00199011-1
TR S S G R o |

}
H

i
H




